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This module 1s ope of a series'ot 100. parformance-based

teacher education (PBTE) learning packages focasing upon

* specific profassional competencies,of vocational teachers. The

competencies upon wiychthese modules are based were iden-

tified and verified through research as being important to suc-

" cessful Yocatiofl téaching at both the secondary and- post-

secondary levelgpf instruction. The modules aré suitable for
the preparation of teachers in afl occupational areas.

A .

Each module provides 'learning expe?oences that iteg

theory and application; each culminates yuth critenon refer-
enced assessment of the teachet's performance of the 'spec-
#ied competency. Thé materials are designed for use by indi-
vitllial or groups of teachers in training working under the
direction and with the assistance of teacher educators acting as
resource persons Resource*pérsons should be skilled in the
teacher competency being developed and should be thor-
oughly oriented to PBTE concepts and procedures in Using

these matenals. ’ .
. 5

The design ofihe mate?nalé provides considerable flexibility for

planning and conducting performance-based preservice and .

inservice teacher preparation programs to meet a wide variety
of individual needs and intereskss._ e mdterials are intended for
use by universities and collegesr-state departments of educa-
tion, post-secondary institutions, local education agencies, and
?thers responsible for the professional development of voca-
lonal teachers, Further information about the use of the mod-
ules in teachef education programs is contained in three re-
lated documents. Student Guide to Using Performance-Based
Teacher Education Materlals, Resource Person Guide to
Using Performarice-Based Teacher Education Materials afid
Guide td Implementation of Performance-Based Teacher
Educatiofrs,.

The PBTE curniculum packages are products of a sustained
research and development effort by The Center's Program.for
Professional Development for Vocational Education. Many in-
dividuals, institutions, and agencies participated with THe Cen-
ter and have made contributions to the systematic develop-
ment, testing, revision, and refinemeént of these very significant
training materials. Over 40 teacher educators provided input in
developraent of initial versions of the modules; over 2,000
teaghers and 300 resource persons in 20 universities, colleges,
and post-secondary institutions used the materials and pro-
vided teedback to The Center for revisionand refinement. - ,

Sp‘emal recogﬁition for major indwuduafroles In the direction,

. Michigan-Flint.

v, - 1 ©
sociate Program Director; Glen E..Fardig, Specialist; Lois Har-
rington, Program. Assistant; and Karen Quinh, Program Assis-
tant. Recognition is aJso extended to Kristy Ross, Technical
Assistant; Joan Jones, Technical Assistant; and Jean Wisep-
baugh, Artist for their contributions to the final refinement o} N
the materials. Contributions made by former program staff to-
ward developmental versions of these materials are also ac-
knowledged. Calvin J. Cotreli’ directed the vocational teacher #
competency research studies upon which these modules are
based and also directed the currficulum development effort ,
from 1971-1972. Curtis R. Finch, provided leadership for the
program from 1972-1974. . - .

Appreciation is also extended to a)l those outside The Center
(consultants, field site coordinators, teacher edutators,
teachers, and othars) who contributed so geperously in various
phases of the total effort. Early versions of materials were
developed by The Genter in cooperation with the vocational |
teacher education faculties at Oregon’ State University and at
the University of'Missouri-Columbia. Preliminakyesting of the
materials was conducted at Oregon State Uni
University, and University of Missouri-Columbia.

Following preliminary testing, major revision of
was performed by Center Staff with the assistance ofnumerous
consultants and visiting scholars from throughout t

Advanced testing of the materials was carried out with assis-
tance of the vocational tdacher educators and students,of Cen-
tral Washington State College, Colorado State University Ferris
State College, Michigan; Florida State University, Holla
lege, PE.I, Canada; Oklahoma State University, Rutgers, Uni-
versity, State University College at Buffalo; Temple Unive
University of Arizona? University o Michigan-Flint; Universi
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univgr-
sitx_ of Northern Colorado, University. of Pittsburgh; Universi
of Tennessee, University of Vermont; and Utah State University.

rsity, Temple

) .
The Center is grateful to the National Institute of Education for
sponsorship of this PBTE curriculum development effort from
1972 through its completion. Appreciation is extended to the
Bureau of Occupational and Adult Education of the U.S. Office *
of Education for their* sponsorship of training and advinced .
testing of the materials at 10 sites under provisions of EPDA
Part F, Section 553. Recognition of-funding support of the
« advanced testing effort is also extended to Ferris State College,
Holland College, Temple University, and the University of

. development, coordination of testing, revision, and refinement <
of these materials is extended to the following program staff: , Robert E. Taylor ‘
James B. Hamilton, Program ?irebtof: Robert E. Norton, As- Executive Director
/ Lo ; . . . ' . The Center for Vocational Education
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INTRODUCTION

LA

A long-range plan af any kind answers three

questions. They are—
¢ Where do | want to be at a given time?
e Whydo | want to be where | am going?
o' How can | get to where | want to go?

* The long-rangé plan is =kind of rgad map for
your trip to reach the goals and objectives you set.

With map in hand, ypu plot the shortest distance )

over the best roads to reach.your destination. Un-
fortunately’no matter how good your preplanning
is, you nnot alway be,, certain that detours,
roadbloc& q,ptlon' or freaks of nature
won'tintetfere. must be ready to sidetrack,

to detour, to flnd another way to reach your goal

Because you have planned in advante, you are
prepared to meet the unexpected and to face the
challenge with a clear mind because you know
where you want to'be ata specuflc time.

A long-range plan in vocauonal 'education not
only expresses the vocational program’s educa-
tional ‘mission for the teacher, it also helps the
administratot and interested community members
recognize what it is they are being asked to sup-
port. Thelong-range pfanning process affords you,
the teacher, ‘an excellent opportunity to-continu-
ally assess and evaluate your program and its pro-

gress. N R

A popular saying among managers is, "Definite

plans produte definite results; indefinite plans do’

not prodiice indefinite results—they typically pro-
duce b results at all.” This module will help you
gain the knowledge and skill you will need to de-
velop definite long-range plans. It will also help
you to discover the detours, the roadblocks, the
unexpected-changes in direction before they stop
your progress. Long-range plans will assist you in
determining needed facilities, equipment,- and

staff. They will help you to prepare a,master budget-

that results in more efficient'use of your resburges.

Don’t underestimate the value of a long-range

plan--because, of course, you-plan to succeed.
)
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~ ABOUT THIS MODULE .
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Ob]ectivés

Jermiriai Objective: While Wd[ki’dg"ﬂ’{j@hjaétg‘al school, locatian of these resources, (2) to lgcate additional ref-
situation, develop long-range program plans. Yourper- erences in your occupational specility, and (3) to get
fotmanics will be assessed by yaui resource  person, assistance in setting up activities with peers or opserva- .
{using the Teacher, Peﬁofménée,ﬁésggs;ﬂ;ent Form,pp. tions of skilled teachers, if necessary. Yolr resource
3536 (Learning Experience lfl).’ . .+ "X *'' . ¥ person may also be contacted if you have any difficulty
< o N - *> Fl L Y B - Z o €

W

§

&
<
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Full Toxt Provided by ERIC

~
./\ ,

Enabling Objectives:
1 After completing the required reading; gemalastrate

kr)owledge ot the concepts involved in developing -
Iong-raﬁge plans for a vocational program (Learning
p '

. Experience ). ‘¢ - .
2 After ompleting the required feading, develop a sec-
tion of a tong-range\plan for a vocational program
(Learning Experience II). . v

7

¥

Prerequisites .
o .

To complete this module, you' m_u,sx have competegcy in
‘déveloping program goa}s and objectives. If you do.nmo
,-Already-have this competency, meet with your re‘s"@rce
) ‘pqrspn't? deterfmine what method you will use to gain
,t,h"j?,,s‘kiil One option 1s to complete the information and
~ufifactice activities 1n the followihg module.
" o Develop Prbgram Goals and Objectives, Module
A_e . .

a

3
by

* Resources . - ’

(] T \ .
A list.of the outside yesources which supplement those
contained wiﬁ\én'the module follows. Check with your
resource persan (1) to determine tM¥ravailability and the

/

~

ith directions, or In assessing your progress at any

time

Learning Experience |

&

B

. Optional ,

" . Reference: Henderson, John T. Program Planning
with Surveys in Occupational Education. Washing-
ton, DC. American Association of Junior Coileges,
1970. ED 045 087 ‘
A"voc'at[onal admunistrator or teacher experienced
in long-range vocational program planning with
whom you can consult. /

Learning Experience Il
Requited

A resource person to evaluate your ceampetency in
developing a section of a long-range program plan
for a vocational program.

Learning Experfence 1
Required .
An actual school situation in which y&c‘an dévelop
long-range program plans, .

A resource person to assess your competeney in-
developing long-range program plans

3 . /

~

N

-

o

.

. L

\

This module covers parformancg element numbers 40-45 trom Calvin J.
Cotrell et al., Model Gurricula for Vocational and Technical Teacher
Educatlon. Report Na..V (Columbus, OH: The Center for Vocational |
Education, The Ohio State University, -1672). The 384 slements in this
document form the research base for all The Center's PBTE module
development. T '

For information-about the general organization of each module, general
procedures for theyr,use, and terminoiogy which is common to all 100 *
modules, ses About Using The Center's PBTE Modules on' the insid
back cover, "

.
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Learning Experierice |

./ OVERVIEW

Enabling
Objective

-

Optional

l Optional
‘ Activity

Y

\Actwnty '
‘

'.

T - e PR
- A . : ~y , M/ . PRI
. B R -
- ¢ . o

After completing\the required readlng.'demonstratewowted"’ ‘of“tﬁe» )
concepts involved in developmg.long-range plans for a vocationat pro-

gram. K .

.. . . ) .

W( .- . .

o Do g
< L7 .. PN
i~ L . N K]

e - . N

L4 LY - -

You wnll be reading the information sheet Developing Long-aa,hge Plans ”
fora Vocational Program. pp. 6-10 <

n\\
. ,» . e » .

> ion
e e e W }; . . P

- . ¢
.

You may wish to read Henderscn Program Planning with Surveys in
Ocqupatrdnal Education, pp 13—-22 .

)
[ . -
B .

»

You may wish to meet with a vocatlonat admlnistrator or teacher expen;
" enced in long-rangk vocational program planning.to discuss the proceSs
of developmg proqram plans. . . .. .
e %,va' - *: o .(‘
. i « « e

- R .
® . Lo
LA o(’?""

You will be de‘mcnstratlng k’nowledge of the concepts involved in develop-

“ing long-razige plans for a vocat’ibnat Rrogram by completmg the Self-
Check pp —1& e . % ;
v . :,::’f',/ \b - - ( '
You will be evaluating your competency by comparlng your completed
: . Self:Check it the:Model Answers, pp. 15-16: © = . il e
-. ’ ,‘4‘ P " A ) s;:?” . a0 ;’ ; - ) T,__ .
’ > \-‘ t ’ ‘. - ;. : Pd
. N 'o { ) }ik N L .
' i " 4
N 4 ° :
r v f - ¢ e ¢ - . - o’
+ [y “‘
. » g EEe
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. o » 5 6 . ’ 2
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information sheet: o

i

For information on developing Iong-rénge-progif-’am goals, and the func-
* tions of, and steps in, organizing your long-range plan, read the following -
F 2. |

e

> oot

~

. DEVELOPING LONG-RANGE PLANS FOR. .. .

~"-A VOCATIONAL PROGRAM

Long-range program planning serves as the
“road map” for a successful journey through voca-
tional education. Like a road ‘map,:a long-range

-~ ‘plan must be prepared ahead.of time and.con-

sulted as you progress. Plarining for the -future
gives direction tq the changes that you see to,be
necessary.: Vocational teachers are usually ex-
pected to develop long-range plans for their pro-
grams as well as more immediate, annual plans.
Long-range plans for vocational education pro-
grams need td*be developed using an orderly pro-
cess such as the one that follows. '

-

Ty

1. Talk with knowledgeable®people in your, field

. (e.g., state department and university person-

nel, officers, and leadersiin state and local voca-

tional associations) in order to anticipate future
developments in vocational education.

2.<Gather information about the supply and de-

¢ mand for workers in your -occupational spe-

- Cidllty area. These statistics are critical input for

<7 _you’in making decisions-that will help in the

"¢ “fofmulation of long-range program plans.

' ,'i,‘g'f;éécome knowledigeable about the long-range

‘. plans for vocational education .in your commu-
rity. dncidentally, your questioning may be the
e

DRI Y

P ‘.

~trators, co-workers, advisory committees, univer-

o
s

r- . -
N Sush your, administrator needs to.begin the °\
" change process.) - ‘ < .
-4. Develop vocational education program goals - °,
(statements of whalt is to be.achieved) based bn .
the knowledge you gained fiom the preceding. .-
processes. . -

5. Estimate, to the best of your knowledge, the
resources, (e.g., facilities, funds) that will be
needed to accomplish the goals you have set.

. Devélop a systematic plan of activities to get”
fromwhere you presently are towhere youwant .
to go in the future. Incluge in the plan a means

“for obtaining feedback to determine your pro-
ygress. : ’

The process of developing long-range prog}am
plans should provide-you with the oppottunity to
communicate and to share jdeas with adndinis-

dity and state department personnel, key commu- *-
nity personnel, business and industry associates.
These people can help you to develop effective
long-range'plans by’ contributing ideas through
formal and informal discussions. The final respon-:
sibility of writing may be yours, byt preliminary
convmunication with many other people is more
likély to result in the development of realistic pro-
gram goals, that ¢an ‘be ultimately achieved.

Long-range program plans can be developed for
a series of courses in-aspecific occupational area,
for a whole service area or cluster, orfpr the total
vocational, programs Ideally, program planning - -
would oceur at each.of these lgvels, with coordina-- »
tion between levels." Typically, long-range plaps
project activities for the next three to five years. *

Logic dictates that program goals and objec- *®
tives be established before program planningcan:
be carried out sinee they are the.foundations on
which long-range plans are buiit.- However, total -
long-range plans go beyond the goals, and de-
scribe the means for achieving them. Effective
long-range plans are not merely statements aof *
good intent. They are specific plans for action with
responsibility designated for their achievement.

) . . .-

~
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~ Plans arg broken into identified segments, ‘or’
- steps, with deadlines for each stage. For example’
if agoal forthe vo- - - . ooy
cational program”~ p :
is to make the N
program of train- ’
ing available to all »
students in the~
.school, there
should be objec- . . *
tives and activities
to make sure that
the goalis
achieved. The
long-range plan
may include a goal
of enrolling 50
percent more -
females and. -,
. minority group -
students within’ three years. A -

v

Lowh - RaneE
« PLAN

-

One objective under that goal might be to make
more females and minority group students aware
“of the program. An activity, flesigned to achteve
that objective might be tg.produce a brochure
.aimed at females and dedgribing their oppor-
tunities in the occupation. Another activity might
involve working with school guidance personnel
t0 identify mMority students with whom you could
discuss the program. (See Sample 1 for several
- examples of the relationship between goals, objec-
tivés,'and activities.)

The point here is that long-range plans must be
broken down into managegble sections in order to
be practical and functional. Activities are\gom-

*

pleted, thus.achieving an objective. Objectives are
achieved, thus meeting the goals. When alfl goals
are met, you have fulfilled your long-range plans.
However, yau may find that your plans are never
truly completed, because a’ long-range plan
should be a growing, changing thing. Ct

If one is to reach an ultimate goal, such as the-
goal to make training available o all students, then
the plan must be structured sb that each yearitcan
be reviewed-and revised,in the light of new evi-
dence. If, inspite of producing and distributing an

" attractive brochwre, the number-of females in the

program did not increase, then new promotional °

techniques should be devised—or the lorg-range
plans should be reexamined to determine whether

“ the goal is realistic. :

.years ahead. .

Aplanbecomes too rigid if itis spelled out in too

* much detail. What should occur is that the general

dirgction the vocational program should take for
the next three to five years should be descyibed,

through goals, objectives, and activities. Then,* i

each year the vocational teacher, with the assis-
tance of the advisory committee and otherskey
people, should reevaluate the plan, make changes
where necessary, and add a yedr of directions to
the program plan so that it is always three to five’

- \
Tt should be noted that many state departments

of education and much federal vocational legisla-
tionwrequire plans to be madedf periods of three
to five years. This is pr y the most efficient

span, -because changing technology and new
emerging occupations make it difficult and in-
efficient to attempt to plan geyond a five-year time
span. - o .




SAMPLE 1°

'PROGRAM GOALS SPECIFIC OBJECTIVES AND
ACBVITIES L

-

-

Goal: |

2
Specific -
Objective:

AN

Activities:

o

- .
‘

t

Goal:i—

Specific
OP]ective:

Activities:

Goal:

Specific+* *

Objective:

Activities:

~

*\

’

How Does One Proceed?

The major question which first must be an-
swered, and the question which will influence all
other factors in a lo
“What should the vo
fin my school look like three to five ‘years from

/,

-

R "

AR T

.

P Y

Organlze the vocatlonal prograqonthe basis of accurate manpower mforma-
tion.

y 1980 a manpower supply and demand study of allied health occupatlons
will be completed in Blueblood County with a report forwarded to the advisory
commmee - . ., w0
Orgamze a manpower suppé«and demand suwey - \ -
“Conduct the manpower supply and demand sufvey.

* Analyze.the results ofthe manpower supply and demand survey.
Prepare recommen‘datuons related fo allied health for the advisory committee.

Keep the} vocational program content relevant to student needs. T

"By 1980°a follow-up study of busingss and office students will be &m-
~pleted and reporte;%{aeulty and school administrators.

Gather data on stu@fent withdrawals and dropouts.

Analyze data on withdrawals and dropouts.
Prepare instruments for student follow-up.
Conduct the student follow- up .
Gather opinions from employers ot;program graduates , ,
Analyze data. -, " . ' -

. v

Report the data to faculty members and adm‘nlstrators

Utilize an advusory commrttee to help guide-and malntafn the vocational pro-
gl’am. ’ .,

Y . \]

By the next school year, an advusory committee for the fire science program
will beestablished to assist and advise the faculty and the board ofeducation on
matters pertainlng to curriculum and facilities. ~

Determine the chain of command within the institution. ' -

Assess the attitudes of school administrators, teachers, and members of the

.community toward advisory committees. . .

Determine what other educatlonal advisory committees exist in the school and
community.

Keep the administrator mf&?med of efforts to organlze an advusory commlttee
Prepare a written rationale for havmg a fire science gdvisory committee.

Prepare a statement of p‘urpose'as a “charter” for the advisory commlttee (fa
certain task force is used to develop*this, additional steps must be added.)

‘Obtain permission from the appropri
- of educatlon) to organlze a fire science advnsory commlttee

.
- % . -

-range program plan, is,
tional education program

B

,administration unit t (such,as the board

now?” With the help of the advnst%ry,vmmmlttee, .

. your administrator, and o?her state department
and university persormel, you must «begin with a
statement of assumptions about the future and
about the nature of the vocational program. These
assumptions establish the framework for looking
_at the vocational education program of the future.




Data such as‘prééent and projected school en-
rollments, number and kinds of faculty, present
fagilities and equipment, present curriculum offer-
{ngs administrative orgamization of the school sys-
em, budgetary allocations, and the district's tax, ®
-base are all,examples of the scope of the present” ~ *
situation. Knowing students’ vocatlonal interests

- and parental expectations in your community is .
also |mportant . '

" Step 2:.Search outinformation on occupattonat
supply and démand.—Decision-makers respon-
sible for planning educationdl programs that are
designed to prepare persons for specmc occupa- .

Assumptlons should not Yake the form of "wild s tions and skills must‘be aware of occupational N

guesses,” but should instead be logical, caretully ~ Supply and demand. The 1976 Vocational Educa- J

determ”']ed deC]s|0ns These decisions should be tion Amendments state that StUdentS ShOUld have

based on occupatlonal supply and demand, on ready.access to programs whith are “ . . . realistic

communlty survey data, and on ogher related fac- in the Ilgt‘it of actual or antncupated opportunmes

tors such as the social, economic, political, and * for gainful employment.”
+ educdtional forces which prevail. Examples of a Where does one find this |mportant informa-

few such statements of basic assumptions follow. tion?2 The Employment Services Office in your

e The studént enrollment of the sc‘ﬁool will re- town or nelghbormg county seat will have up-to-

main essentially stable’ over the fekt iive date information on manpower trerids. Its files and
years. . records show-peak and-.Jow periods in local em-

) Females wuttbeseekingtraimng in vpcati at Ployment’and industry. The US. Department of

‘Labor, Bureau ®f Labor Statistics publishes infor-
programs that are at-present exctusiVely ] .
pfovince ef males, o mation_on emp1oyment that you may £ifid in your

library. ~ . ‘
° T ere will be a decreasing demand for train- ‘

o .Ing In _agricultural-related occupations be- The Department of Health Education, and Wel-
causa of the gradual urbanization of the area. fare, Office of Education, Bureau of Occupational
. Funding for vocational education will make and Adult Education can also provide you with this
. possible. the addition of technical programs :Iaéad f:;::gg':gg’éﬁ:‘c’; %Lag:{%f;a“rg;ya"nﬁa;g’r;“
p -
;?Ll;:mg‘:\s Opﬁist[gated and GXpenswe” pletions and expectations for that state. Write to
Y Therewtll be incteasln g are t K : your state supervisor for these materials. Sttdent
-presareto makevo-  fo10u.up studies will also tell you something
qatk&nal education m°’°ﬂr\§ad'!y° availabte to/ .about the success your former students have had -
~ handicapped students. ‘ 2.3 in‘gaining employment in, their field.3"

. After one has established assump,tions about
the future, the next steps involve moving the voca-
tional program of the present to the perceived
program of the future. Before plannlng the future,
one must be well aware of the present, because the
present, no matter how good or bad, is the foungfa-
tion on which one must build. This can be ac-
complished in a four step ‘procedure.

-~

Step 3:.Set future program goals.—Based on
the above information, assess the present situa- *
tion and $et future program goals Keep in mind
that not all goals are.of the same size and scope, - -
and, this will affect (1) the length of time needed’to -
meet that goal, and (2) ‘the resources you will need \
Consider the following twq elgmples of how. pro-
gram goals can be developed.: ~

_ Step’ 1: Gather informiation about the commu- e As a perceptive business education teacher, -
nity.—If a community survey is available, ‘congider you are aware that although your graduates
this to be the starting point of your understafiding are well prepared in the basic .secretarial
) of tHe present,' All kinds of information and data . skills, they seem to be unable to compete for
are ava,lable from a community survey which can jobs. It appears that the local employers ars
help you gain a better understandlng of the pres- .
-ent s . ‘. [N y . .o - ’

i“ & 2 To gain skill in-conducting an occupational enalysts you may wish to
1. To gain skill in planning, conducting, and reporting the findings of a refer to'Module A-7, Conduct an Occupational Analysis.
community survey, you may wish to refer to Module A-1, Prepare fora * 3. To gain skl in obtaining employment information using follow-up .«
Community Survey, Module A-2, Conduct a Community Survey, and studies, you may wish to refer.to Medule A-10, Conduct a Studem b
Module A-3, Report the Findings of a Community Survey. . Fo/low-Up Study. -~ o .
]

+ 1
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hiring people with fewer skills than those'of
* your graduates, and that a.majdrity of the
. - newly employed secretaries come from an ad-
jacent school district.
Upon-studying’ the problem and ta1k|ng with
some of the local employers, you have de-_
- cided that your students could benefit froma.
teaching:uniton haw to get a job. Goal: Teach
a unifon applying for a job, filling outapplicé-

a smaller program goal involving a Ilmlte
amount of time and resources. -

tions, and interviewing for a position. This i |§ ‘

e As a-business, education teacher, it has been .

brought to )Lour -attention by your adwsory
~ . commlttee and by many of the employers in
RYOUF ‘area, that your students would benefit
from on-the-job work experlence before they
graduate from your program. Gbal: Provide
- cooperative work experience as an intégral
_part.of the business education program. Be-
cayse ofthe extensive curricular changes, the
necessity of establishing good traiping sta-
tions;-and the possible need for addmonal
. staff to coordinate the.on-the-job experlence
) ? this’ program goal could be classified as a
major one.

Step 4: List: the activitles for reaching
goals —Plan the order of the activities-for achiev-
ing the goals. This may involve determining the
order m which facilities*and equipment will be
obtained, the order in which additional tedching
personnel will be employed, and the orderlnwhlch
., monies will be spent for these |tems

- Planmng how onespends money for acquusr-
. tion of facllltlesxeqmpment and personnel is sim-
t ply a mattér of creating a long-range budget Itis
tﬁrough the budgeting process that one is able to
spread the expense evenly over aperiod of years. It
A o through this process that one is best able to
) ; day-to-day economic gecmons that will, in

[ . . L - o

. : N
< - (
3
. ~

the Iong run, be most approprlate in terms
complishing Iong range goals.

a

As an example, & health occupations teacher

- may need an expensive microscope for teaching '

the typing of blood. He/she could decide that
rather than buying a cheaper ‘model with litile
magnifying power, he/she will delay purchase for
two years until a better model can be afforded.
He/she can then buy the model which better fits
into the long-range program plans and will permit
the students to perform more sophJstlcated pro-
eedures. N

Insummary, along-range'program planincludes .

four basic concepts. They are—

o forecasting the future from data obtalned
from a community survey, the study of occu-
pational supply and demand and parent-
student interests

¢ setting broad“!/ocatlonal' education program -

goals fay the future .

¢ estimating the resources needed to ac-
* ‘complish the vocational education program
goals

«» developing activities fqQr the accompllshment

of these goals -

Furthermore, long-range planning involves de-
veloping courses of ‘dction to reach specific pro-
gram goals. Orderly growth, better codrdination
with faculty and administrators, ‘better communi-
cations, and more réalistic decisiops are among
the advantages of long-range planning. Fewer
crises will atise if long-range plans are used Be-
cause problem areas are anticipated and the need
for rgsources is recognized. The process of de-
veloplng a fong-range program. plan involves
analyzing data on the community, recognizing vo-
cational program goals, and determining the ac-
tivities and resources neoessary, to accomplish
these goa}sk

!

’

'f-ag-'.

Optnonal

Actinty '

o
\.

Having d#ta.on trendsin national and local employnfentin your occupation
is an importaM factor in your program planning. For more information 6% .
how to obtain Such data and how to determine student enraliment'poten-
tial, read Henderson, Program Planhing with Surveys in Occupational
Education, PP 13—22

»
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Y \ \ * \
To increase your understanding of specific procedures used in drafting a
long-range plan, you may wish to arrange through your resource person to
interview persons whe have.had experience in .developing and using a ,
‘ . . long-range plan. Some suggestians for such persons include an_experi-
. 7~ ] . enced vocational teacher, a department head, head of a cluster or service
Y I .’ area, or a local vocational administrator. During fhe interview, you may \
Optional ' ’

. ~ .

wish to ask such quebtions as—~ - S )
Actwvity - " e Who provided the i_nfprmation used in‘the Iong-rgnge-plan?
. ' ¢ How was ifformation collecteg for use in the long-range plan? «

o What problems and solutions wereé experienced during the develop-
ment of the long-range plan? .

e What parts of the plan were particularly valuable?’ - 2 4

- You might also wish tQ ask if you could examine a copy of a long-range

program plan, if available.” .

>

-

¢
- .
\

The following items check_your comprehension of the material in-the
.information sheet, Developing Long-Range Plans for a Vocational Pro-

gram, pp. 6-10. Each of the four items requires a short essay-type re-

Sponse. Please explain fully, but briefly, and make'sure you respqnd to all
- parts of each item. . P ®

\ 1
‘e .
«

.SELF-CHECK - v e
S . .o L . .

1 Mr Thorton was a bit unhappy and was expreséing‘ﬁisfeelings to a colleague in the business cluster.
“There is not much point in long-range planning because the blans are ngver achieved anyway. As |
se it, our function is to.educate our students so they will be competent secretaries, and | already have
the best stenographic program in the state.”, . . . .o y

Assume i/pu are the-colleague and.you have been appointed b§ the head of the cluster to déve[op a '
long-range plan for the business cluster. Develop a-response to convince Mr. Thorton that long-range
" planning is important. .+ I .. .. »

’
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. Suppose you were the chairperson for a committee of vocational teachers who were wo rking.outa

long-range plan for their occupational program. What kinds of information and materials would yoy
try to gather for the committee as they began to develop their plans?

»

&




K} If‘the.long-ra'nge plan for your vocational program span$ a time period of three to-five years, it wbuld
seem logical to make detailed plans for the various activities and action steps to take placeduring the
entire five years. Would you makte such plans? Why or why not? —

?

" . ‘ s -
.

=X .

4. Makiing plans five years or so in advance means planning for a future that is unknown and often
- ipknowable. How can a vocational teacher be expegted to be an’ expert fortune-teller a?ﬁ plana
program for cgnditiqns that'don't yet exist? ) .

.
. . ¢ M
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Compare your written responsés on the Self-Check with the Model An-

Feedback

swers given below. Your responses need not exactly duplicate the model

, responses; however, you should have covered the same major points.

’

-

]

»

MODEL ANSWERS

1. 'Mr. Thorton's thmlzing seems to be limited toc

the day-by-day operation of his owh steno-
graphic program. He needs to realize the bene-
fits that a long-range plan can bring, not only to
his own program, but to the whole business
cluster.

For example, during the preparation fora long-,

range plan, data gathered in a student follow-
up study may indicate a need to add a unit on
simulated stenographic office practice. Review-
ing manpower data may reveal that a data pro-
cessing program should bé developed in the
school A carefully thought through long-range
plan may obtain the support of the administra-
tion for additional equipment when an unsub-
stantiated requeSt would have been turned

s,
T

»By working within the context of a long-range
plan, Mr. Thorton can utilize his time and en-
ergy to best effect, working in activities that
lead to definite objectives and desired goals,
instead of expending effort jn a perhaps hap-
hazard way. Even though Mr. Thorton has a
strong program now, with a long-range plan he
can be4glatively assured that in three or five
years time it will be significantly better. He will
be in control of its direction, instead of simply
having to react to the pressures or problems of
the moment. ’ .

2. A wide range of matenals should be made

available to members of the long-range plan- -

ning committee, including such items as com-
munity surveys, occupational surveys, long-
range plans for the institution and/or district,
and present and projected enroliments. State
reports on the type, number, and location of
secondary and post-secondary vocational pro-
grams in your service area or cluster may be
needed. C \

Committee members may want to have pro-
gram and/or institutional budget reports or

summaries. Equipment inventories should be ~

available. Local and state employment statisties

for occupations in yoursvocational area may

need to be g;ade available to committee mem-
[} W B e Ny,

-

.

3.

AN

bers. Evaluation materials such as followsup
studies of graduates, local or state vocational
‘program evaluations, and regional accredita-
tion evaluations would be helpful to committee
members in identifying program needs. °

Perceptions of possible future trenf might be
sought in conversations with local and state vo-
cational leaders, area supervisors, and univers
sity and eellege personnel. Information on pres

’ . ent and projected employment could be gathy

ered from business, civic, and community per?
sonnel. State department personhel may pro-
vide information on current happenings in thg
vocational field and assist you in jdentifying fu-
ture curriculum trends : ’

Conversations -with past graduates and em-
ployers of past graduates may reveal pragram
strengths and needs. Officers and leaders in vo-
cational and professional organizations may be
good sources of information-on current condi-
tions inthe field Thus, committee members may
need access to a wide range of materials and
information from many persons. before they can - -
identify future trends in vocational programs .
and goals for a vocational program.

Indeed, the long-rahge plan should provide for
the general direction of the vocational prograri ..
for the next three to five years. This allows for
continuity in the work of carrying out the plan,
and prevents too much emphasis on the.shifts
of pressure that may take place month by
month or year by year. State bureaus, of voca-
tional education usually construct theirannual
plans so they are always five years ahead.

Conversely, however, plans in detail should -
only be made for the next yedr (ori)erha'ps two
yedrs). A year's detailed plan provilies the thor-
“ough guidelines needed to undertake and.
supervise all the activities that go gn in reaching
the objectives for that particular%lear. and.for
evaluating progress as the effort continues. At
the end of each year the feacher and the com-
mitte€ with whi¢h-he/she is working can review
the year's progress toward the agreed goals.

They can modify or adjust the long-range plan
/ . .
A / .
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somewhat if this seems necessary or desirable,
. and éan add anotHer year’s plans to the end of
the loRg-range plan. .

If Yhe Iotal plan were drawn, out in complete
detail it would become far too inflexible, and
WOuId not.readily permit the change and re-
thinking that tend o keep it fresh and vital.
. hile, superficially, ft"mlght appear logical to
construct a total long-range plan in detail, in
actuality this tactic would be self-'defeating to
the real progress of the vogatienal program.

4, }The answer is, of course, that the vd‘catlonal
,teacher cannot see into the future and will not
+  beableto makeperfectplans forthe program of

. ' five years hence. What is needed is not acrystal

I ball, but a clearinsightinte the problem. A Ouija
board is much less helpful than a great store ot
.’information. - N

Part of that information should be from the im-
) mediate ‘past, describing where the program -
¥ . canfe from, and How it has been devetoping.
O Another vital part of the information (and this
$hould not be simply taken for granted) is about
. the present; what are the characteristics of the
~ 1. . program today? .. .who are the students? . .
.* what a® present occupational conditions and

> .

]

/

. LEVELOF PERFORMANCE: Your completed Self-Check should have covered'the same mtajor pomts as

needs? From these sources, intelligent as-
sumptions can be madggabout the next few
years. . ; @3

Observing the patterns that have developed
from the past through the present allows us to
project those same patterns mp the future with
at least some degree of confidence. If, for in-
stance, the enroliment in the schoo| has been
growing at a steady rate for the last several
years, and there are no data that indicate ény
probable change in conditions in the commu-
nity, we can assume that in three years the en-
roliment will probably be higher than it is now.
Of course, there be some sudden and un-
foreseen shift in population (great numbers of
people may leave the community because the
main industry in town+fell upog hard times), but
the teacher/planner cannOt”‘ bé., .expected to

- predict that . ,

Backed up bya great deal of sbhdevudence and '

" hard facts, the teacher can make some very

valid assumptions about the future—not per-
fect perhaps, but certainly much bettér than
guesses, and good enough to form the basis'of
a strong long-range plan for the vocational
program.

the ‘model responses. If you missed some points or have guestions about any additional points you
made, review the material in the information sheet, Developing Long Range Plans for a Vocatlonal
Program, pp. 6-10, or check with your resource person if necessary

~
L)
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Enabling After completing the required reading,
Objective : pian fora vocational program L

You wm be reading ihe information sheet, Preparing a LongoRanga Pian,
PP 18-2§ :

.: ’s.‘ﬂ ) - )
N \aﬁf‘ .

You wile selecting abrogram goal appropriate fora program in your own
occupational servr area. . .

& T";‘m *
\ ¥

. You-will be deve‘ioprng a',\se,ctiongof a long-range pran to'achiev‘e' the

‘selected goai P \ oo

. Your contpetency in deveioping a section of av’iong-range pian will. be ‘ .
evaluated by your resousce person,r using th‘e Long-FiangF Pianning,.« )
Checklist P- 31 : o e

Aruitoxt provided by Eic




Activity .
' For information on how to prepare and organize a Iong range plan, read
the following information sheet:

PREPARING A LONG-RANGE PLAN , .

& The key to long-range planning is to start with The starting and target dates have been efered
some assumptions about what you want your vo- under the appropriate semesters. The starting date -
cational education program to look like in five is that time when you will actually begin the action’
years, and then to follow four steps. steps to accomplish the goal. The target date is the
S date when you hope to have accomplished your
t program goals. Remember, everything cannot be

= accomplished at one time nor by one person. You
ﬁ may need to share responsibilities with other staff -
members.
ﬁ _ The overall purpose for this procedure i$ to,

allow you to consider the starting and target dates
,in light of your potential work load and thatof other
‘ department personnel. The chart is.not plotted in -

1. Gather information about the community. detail, but functions as a point of reference for
* 2. Search out information_ on occupational supply further planning. .
and demand. * r Since it is unlikely that you will be able to start.
\ 3. Set future program goals. and end all projects at the same time, the time
4. List the activities for reaching the goals. . planning chart allows you to plan your work ands
. . L rearrange the work load to make the job feasible. - -
) Once yowrhave worked with your advisory com By juggling the starting"dates and target dates for

tee, ad mlnlstrator state department and unlversny

personnel and others to set realistic geals, you

should 'be ready to prepare the actual written

long-range plan. To aid you in planning, there area -
: number of charts and forms you can use to struc- )

- ture the step-by-step development of the plan: time ~ Resource Planning Chart . ’
plar!ning chart, resource planning chart, activities *S,ample 3 provndes an example of one way you
outline, and planning calendar, . €an plan the additional resources needed in order

. té implement a program objéctive. The example '

Time Planniﬁhan . used is limited in its scope; if one &ere going to

add an entire grogram such as a dlesewechhhlc

training program, the extent of the planning would
be much greater.

each program objective, you will'be ablg to more
evenly sgiead your work load and have it mesh
with the' Work load of othegg;aff members. |

.

A time planm g chart similar to the one in
Sample 2 can beiwised as an aid in planning when
to start work on @ goal and also to indicate when a '
goal is scheduled to be accomplished. While this In‘addition to equipment costs, you woul

-

and subsequent samples use the diesel mechanics  the cost of additional teaching staff and.an e
program as an example,'they can be applied to all  laboratory to consider. Quite likely you would a
occupational $pecialties. | , _have expenses for services such as consuitants’

fees and architectural fees However regardless of
the sufé and ‘scope of a program objective, the ,
procedUre for planning the additional resources
remains basically the same. ,

Once the Program goals are ldentlfled,.these

program goals have to be translated intd SpBCIfIC

. program objectives. On the time planning chartin
. Sample 2, the numbers representing‘ the three A
’ . program objectives are entered in the left-hand N

" column.” L .

‘

{ -
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SAMPLE2 = LT

‘TIME PLANNING CHART - R

. '
- N ~

Program Goal: To incréése the percentage bf immediate student placement into the field of diesel

. mechanics.
Program'Objectives: ' . ) ‘
1. Include in‘the curriculum a unit on applying for a job. . , -
-2. Incorporate cooperative work experience into the diesel mechanic program. .
3. Develop a unit on diesel parts attendant for the diesel technician program.
:1 [
Objectives Present Year 2nd Year ) 3rd Year
4 [Starting 1st 2nd 1st 2nd 1st 2pd ’
. Date semester semg’s{er semester | semester | semester s’eygster
1 9/2/79 Begin Target\ Evaluate .
g plans date to and revise .
' teach unit
o unit )
2 9/2/79 . *| Survey Visit Sta All stu- ’
industry possible - | pilo dents
empjoyers | group of e?igible
. ' co-op ', |for o
- students | co-op
3 l9ne/80 ; Work with | Set up Target
VRE . advis\O?/ lab; have |date to
/ T commjttee | advisory , {teach
. . committe% unit
. check . .
plans T
) ~
) . 3 N - -
A T ’ ~
' — ’m -~ ’ ’
N
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- [parts catalogue . »
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SAMPLE 3. >

RESOURCE PLANNlNG CHAR‘F ~—-~:,_ S

o ,ﬂ,“. o ‘.:"
-

iSpecmc Program Ob]ectlve' By 1980 develop and mcomorate a unttsort”df”sse parts attendant 5‘}3
e in the diesel technician program.- .~ \. W e .

WL t~ \,ﬁ%.
S e, * - - g PR

' Equlpment S _
mme parts ] !
filing cabinet .
¢« [diesel engine parts o
wall posters : -
inventory supplies -+,

tepla der A .
IStatt " ‘
teaching assistant (V2 time) 5' N
Facliities ’

shelves for storage
- - |brick wall
. [perteh and counter

Services - e
custodian (% time) - L-

+

. .GRANDTOTAL

CAEE N

Cea

r

Activities Outliffé _

An Activities outllne cg a very simple listi
of the acfivities or action steps needed to be ;8
complished .in order to mieet a specific program
objective. When.you first generate this 18t of ac-
tivities, the order is not critical. The' important,
peint is that the steps listed constﬁute what actu-
ally needs to be done.

"The breakdown to action steps is usually only

.completed in the detalied planning for one or two-

years of the long- rang’e plan. If the objective in-
volves awhole cluster or service area and involves
several faculty members, you would need to des-
ignate who will be d!rrymg out each of the action
steps.After all the stéps have been identified, it is
then héipful to number them,in the order in which
they will be carried out. Listing the action steps
enables-yqu to estimate the work required to ac-
compllsh the objective.

For program goals and objectives mvolvmg few,

_steps, you may wish to ¢ombine the breakdown of

—— Y
. . -

’

- o A

ad

20

one chart (see Sample4')’ff this chart is used, the »
need foraseparate procedural chart |s‘tetrmmated

Procedural Planning charts‘ . L

Next, |t is important to decide when the action
steps are to be taken. Basucally, what we are'talking
about’isstime. You can't do everything at once, but

itis amazing what you can accomplish by spread- -

ing your efforts over a period of time. You can
orginize your efforts by simply developing a plan-
ning calendar or using a ystems approach such
asaflow chart or Gantt chart. A 12-month planning -
calendar is useful for planning because itis simple
and easy to use. - q

On a planmng calendar, the month in which

each step is to ocaur is indicated as illustrated in
Sample 5. A planning calendar is limited to indicat-
ing critical events in the project, not continuing

progress. - 3

The Gantt chart is partlcﬁlarty effective in show- +

.
)

ing processes ‘which must be completed over a .
activities and the dates for completing thesteps on D__span of time. On the Gantt chart you |nq|cate the

’
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schedulggrjbeglnmng and completion dates of ten must becomple&ed to achieve agoal, consider
eachactwvitiy, connect the two marks, and label the  using afigwchart. [Flow eharts clearly tﬁustrate the
time lire. The activities should be organized from  order in which activities ar%o occur and dates for
top to boftom on the chart in the order of the the bompletton of each ‘activity are added to each

beginning date (see Sample 6) o~ box. Examp&e ftypes of flow charts are shown in
Where a lar i jver  Sampe 7. ~ -
large number‘of actwvities, usually o\/er_ N
3 / ' . N - ~ - . ‘ .~ -~ ] Q N
' i - RIS ) )
SAMPLE 4. . o , :
. - . . - . i a: . 1 ﬁ' .. ( ; a
ACTIVITIES AND: PROCEDURAL CHART- A
. - . , ’. ‘

\ . } ' '!3‘"'"‘4*'
Program Objective: By 1980, develop and ingorporate a unlt on dlesel farts attendant in the diesel
technician program . . o
. . = .

L4 . ¢V . R .
Activity Action Steps or Activlties to * | ©° '. Completion Dates - Responsible
Sequence] Accompllsh_pb]ectlves Earliest | Latest | _Actual Staff Merﬁlzer

Y. . ; #
Contact the state teaching materials labo- @ .
ratory "to_see if there are any available ‘ o 7S .
guides or lesson plans. - A . ’

oy

‘ Contact the district supervisor forany as- | "~ /. -
sistance he/she may be able'to provide. \ | . L - <

" visttlocal diesel distributor and partscom- / - - a e
. anies in order to become acquainted with ~ . . , .
N thelr inventory systems. ' i

Prepare an equipment iist including . -
equipment specifications and costs. . S

Submit an equipment list along with a de- ¢ . : -0
~ ~| scription of the unit and rationale for teach- . . . . >
Ing it to the schoot admmlstratlon for ap- b o : o
proval. . < . '
Order:the equipment

> g

Visit the curnculum Iaboratory at the state

/ : . ¢ -
- university to collect matenals and informa- . X : /l’ * .
tion needed to teach the unit. . ‘ ¢ ’

Decide when the unit will be taught, a‘nd 8 p o ‘ . ’ .- .

s/ the plan, e i

. >
¥ . * -

\) I4 . t o

’ i - - ' ’ - P

- what adjustmpnfs and deletions in th R .
» * | .« yearly curric umareneededtoumplement . . ' . T 7 '
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* |steps| July | Aug. | Sept. | Oct. | Nov."| Dec. | Jan. | Feb. |March April | May |June
- - . ' . .
1 _c X L. | - ' X
- > ~ ' ' !
o 2 1 x| x o . |
pu— ! " > ' l )
- -
3.0 x| . X i
- _ .
L x X . | -
- A - ’ - - ! .
7B X . ' ' ~ X
’ -, 74 . \ (L SVLY B N .
v < = -r
" ’6 . x :@? P . . \ ) ,’if‘; Al
. - ‘ ° _ . - ‘ \ o _ - )" :," oo ,’,- :f' |
o x| | e Tl % oo A
. 1'L . - L" . ‘!
-2 A * o i
8 x + 7,%'{? . . “! ‘l hr X "'
. 9 . . F ‘. x 3 x.u x . i‘v\. ;‘ - ) ~ :
e . . . ‘. “ ! ) \:-\
~ 5 ‘ A . ¢ e e
. v < i . . .
~ \I 4 - ’
- . ¥ 3
o ' . N \
. ) ' . " N . ‘ ¢ ’
- ~ & o Pl ?.
o . _- -
» . « . . -
- . & ar
&1 . 5
% ! ' o | ’ !
/ e - . . -
7y . oo ‘ )
.\(&5 ""”v,v_ﬁ'u". o T ‘w 2 3
< ) - + Y
- Y
A 22 .
' [ r . ' * 7




SAMPLE 6 -7 S L™
. GANTT CHART - " . . -, o »
— N B N [ { . e »
{ §WI ) 5ot . . M < \’ )
. 2] : . . . . ! B 3{
. L 3 4°|1.5_ 1] 6 7 1 8 9 10 11 12 T ¢
July | Aug. | Sept. L Oct. | Nov. | Dec. | Jan. - ‘Feb. -{ March | April | May | June -
hd - I e ~ . — o “
Gather curriculum materials , , S A ot X

™
.
4 ~

T, i

s o - . : :
s J Y , . C .
V%s‘ it local distributor ' : . ) %

* ahd parts company | . L
* Ve o

~

»

~ ) ‘,
\ " |Develop equipment specification list
¢ e ¢ i ) '* \\

-
M .

® _ Order equipment

e

. ]
. i < B N i v,m",.\r i 7 .
- = » A " e ;d\ Ly .
A » Prepare lesson plans :
‘. . . ‘» LN Y N
< - N N . . ); -
. ) - s : o ]& - .
‘ V ‘. Teach unit .| . . ‘
? ‘ ~ - ¥ - ~
& & _’UM‘-‘ - _‘ku‘&?’ . . . . . -
/ ’ e N . ‘oo [
A < - - ’, J ~ , . , . . . _ .

4 ) . . Ev‘alua,tegthe unit ~

* ‘ .-
Yy | H
.
:




-
.
.
¥
.
-
.
.
4
K
Id
.
.

-
A
.
N
i

O

E

PAruntext provided by eric

RIC

. « . “ . ) &, i
'
-f o .
- . N , N Ay
o« : . . /
M .
- -
. .
.
- N .
v o , .
.
.
R RS * o~ : .. : .
~ - * ’ . T = ‘ .' i . LY .
\ . 4 . . . °
“ Bd . M N’ . : ~ N . < - -
. . .Linear Sequence of Activities , , .
[ . : ‘ . P - C. :
% . . :
: I > .
‘ . . . <
‘ - - . 9 .
. . .
BN fenssoio — & .
. » v N . N i N )
v, . . - x. , . > . BN .
° ‘ & - - ——
" M - ' ’ < - A - .
€ . ' VoY N .
-~ " - . - . - *
’ ‘ - had - . . . . s
: T ‘ \ o T e :
’ . ! * " S - . ’ ae
. - M -~ . . " Y - .
Lo , PIREE Lo
o I . e - .
oL Concurrent Activities . ST
* . . ) ‘.‘
’ -~ R . . - ~ .
. * “ - % o ‘:6 R oy
) ! - 4 . LS. 2 .
. A ~ - . . - .
‘ . ' N e, T .
: - - Al \' > - M . '
N . e .
. . . R - . ‘, caE \
[3 . I A . T, .- . L R
e } , . v N
. oy ‘ - . < . .
. - k]
. - - . . ¥ -
~ ! s
.
s w ot . . R
. L -
» <, -
M .
. N »
. . &
E M 1 * <¢
( -
’ % . . "
‘ ’-
. A .
1y
o N .
.~ F . . R ‘,.y - ' -
~ ‘~ '-. - ’ ’ . '_ -
' - . -~ - "‘v, .
- . B S - .
. . ,:‘,w“;h had R N _ﬁ; N

COmblna

= and

ton ot €o
9ar:

S

ont
gﬂv“‘c', w;::)*‘: \,5,-::,; ﬁv—w.

r-*,

T
o aF

&

Y




.
~

Ry

o

~

Evaluation Component
for Long-Range Plans

The final element in the planning process,
evaluation,” is too frequently an af rthought’
brought about by someohe or some gridp asking,
“What is that program accomplishing? " Then, typ-

4

idally, steps must be taken tq gather data to assess -

what is really happening. Obviously, approaching
evaluation in this manner makes it difficult to be
thorough or efficient in evaluation.

If evaluation ‘is- considered: in the long-range
planning -process, provision can be tnade for
gathering evaluation data'during the action steps. _
This allows appropridate modification of the pro-
gram to be madé confinuously’ throughout the
process, as well as at the end. Considering evalua-
tion as a part of the long-range plan may save a
g?ea’t deal of time and effort and may be extremely-
vgluable in helping you to reach the desired goals.

. In assembling the evaluation cgmponent of the
long-range plan, you will want to consider the fol-
lowing questions, -

- )

Activity

L program you selected.to
‘ plan.)

~

have identified. .

. - o Indicate realistjc target dates for thé impleentation of the goal and

¢ What data should be gathered?

" o What evaluation activities should be utilized? .

.What shquld be the timetable for éxecuting
various evaluation activities?

e What records and reports shblld be main-
tained? .

- Evalugtion sgduld be a continuous process
throughou period during; which the long-
range R ect. Perlodically, perhaps at the
end of each- ol year, you should review the
evaluation data and ask sgch questions as—

o ‘What progress has been made on the long-
“range plan? , . )
. How ¢an the various phases of the work be

*  made more effective? R

o What modifications need to be made 1h the
plan in light of the data? -

-,

4 To gain skillin evaluatmg your vocational program, you may wish 1o *

refer to Module A-11, Evaluate Yoor Vocational Program
0’ * ‘

&

i : ’ . .

. < ¢ . .

- Select a program within yodr service arla with which you are familiar.

Based on your present Knowredge of the program you selected, select one

© . realistic program goal for that area-for use in developing a section of a

long-range plan. (If you had actually been assigned the task of developing a

long-range plan for a real program in an actual school, you wouJd need to

~obtain input and information fraim a variety-of sources.. For this practice
activity, simply use your familiarity with thé purposes and needs of the.

generate your doal and, from it, the long-range

- \

Develop a section of a long-range plan to achiele the selected godl. This’
will involve the following stéps. - \ ne Co

¢ Generate 2-3 specific program

objettives to dchieve the goal you

&
®” .

» & for the start and completion of the work on each objective. You may .

use the Time Planning Worksheet, p. 26: for, working out the dates.

‘ ¢ Select the specific objectives you generated, and indicate
2 " resources ilities, equipment, services, staff, etc.) needed to
. i Achieve thi¥ objective. You may use the Resource Planning Work-

sheet, p. 27, to guide you in‘completing this step- .

e Inditate the activities or action steps designed to atcomplish the .
b objective you selected. If people other. than you will be involved,

indicate who is responsible for each activity. You may use the Activity
Planning Worksheet; p. 28, for this task. . -

¢ Plan for the order in which the actién steps will occur.Depending’on  *
the activities, you may wish to use the Activities and Procedural

Worksheet, p. 28; the 12-Month Plarining Calendar Worksheet, p. 29;
the Ganft Planning Worksheet, p. 30; and/6r'a flow chart. ~

i 26
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Program Goal:
Program Objectives:
) ) »> _
Objectives Present Year 2nd Year 3rd Year
1st° | 2nd 1st 2nd 1st ~2nd
semester semester semester | semester semester semester
'd
. ¢
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RESOURCE PLANNING WORKSHEET
Program Objective: S
s " CON
. Estimated i
Items . Cost Total i
Equipment ’ o o o N
' .;‘ .\4’_;' ¢ :
o
L4 ‘ ¢
) b
Staff i y
- i \
~ .
- ) )
CC
' -
Facllities /\
* : \ 1.
Y
o ol )
1
* | Services . .,
GRAND TOTAL ’ ) ‘
s . : -7 — |
87 :
Q .
ERIC -
. - 3 ~
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ACTIVITY PLANNING WORKSHEET ’
Program Objective: LU ‘ . ) .
—— .~ M - < . /
) ’ Actlon Steps or Activitles
g
12. 4 |
; .3, 'Y
4 )
5.
. 6. )
- - Al
7. _ -
8. . <~—/\ ¥ N

" ACTIVITIES AND PROCEDURAL WORI_(SHEE;I'

.- . - _Prograin Objective:

L)

* Actlvity Action Steps or Actlvities to ’ Completion Dates : Staft
Sequence Accompiish Objectives - Earliest | Latest Actual | Member
. ! ' { ‘
o~ ' ' Ad ¥
-
rd ‘ ; .
x\\ -
s ( - [y d \
l . P\Jf‘: ”‘/\'\’*. N " “i 1\,@ f . ’
13 ! ‘
- }_ - . -
// -
' i s ) ~ :l\
’ : + - 2 9 “ ‘b
: : 28 .
I " b . .
- . 14
. s ? .
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12-MONTH PLANNING CALENDAR WORKSHEE?‘

I3

Sept. . : .| Jan. . Marcl,{ *April

(W
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GANTT PLANNING WORKSHEET >
\ v .
1 | 2.3 | 4| 5 |-6 | 7 | 8| o |10 | 11] 12,
<July | Aug. ] Sept. | Oct. | Nov. | Dec. | Jan.’ | Feb. | March | Apri] | May | June
L
. ) N €
4 .
£
by . .
-~ \ , )
r - .{ 1 '
. _ 4
- - 4~ . . - N T
El v . -
- i . \
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Feedback

After you have developed your long-range plan, arrange to ‘have your
resource person review and evaluate your work. Give him/her the Long-

Range Planning Checklist, p. 31, touse in evaluating your plan. L,

N ]
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LoNc-RANGE PLANNING CHEC(L‘I‘ST/
| SR

Directlons: Place an X in the NO, PARTIAL, or FULL box to ind’i}ate that Name .
. each of the following performance components was not acco plished, -

partially accomplished, or fully accomplished. If, because of SpéQ‘iaI Cit= . Dats,

cumstances, a performancecomponent was not applicable, orimpdssjble -

to execute,:place an X in the N/A box, " Resource Person

-~

.In devejopfng a goal .and objectives for the long-range plan, the
teacher: . : ; St
1. selected a goal whith is significant to the development of a voca-
. !

- tional program ...................
2.;selected a goal"which is realistically. capable of achievement
P . {
3. developed specific program objectives for reaching the goal
B \ . N .

The cémpleted secti of the Iong-raﬁge
4.a realistic statting®#ind co%npletion date f

5. a setjes of activities or actiort steps which
. a. relevant to the selected objectives ..

b. realistic (qttainable%
c. reasonable ™n terms of the amount of time allowed to complete’ D l:l D
¢ each activity or action step...... P , .

>

6. a calendar‘or chart ingicating spebific everits in the plan ' D D, D

" 7. a flow chart or othe.( chart indicatingé?ogical progression of ac- -
tivities .. ... A S e e, D DD

Yoy
- * . » - .

* 8. an accurate gstimate' of resources required to reach the-selected. ! . D
objective ............ et - ;m'?w:“&m’w"""" L—_I
4 v P -

LS ¢, 4 7 .. " -: ‘f!
* LEVELOF PERFp/RMANCE: Allitems must recelve FULL, or N/A fésponses.|f any item receives a NO, or
" PARTIAL response, review the material in the information”sheet, Preparing a Long-Range,Plan, pp:
.18-25, revise your plan accordingly, or check with your resource person if necessary.
© . T - . . .
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Learning Experience Il

. FINAL EXPERIENCE

Vi

Terminal

Objective

®

While wo rking in an"icﬁt/al school sltuation,‘ develop long~range program ‘
plans ]

A$ part of your }éhtng duties, develop long-range plans fo 'your voca- .
tional program This: will lnclude-—- ‘

. determming goals &hd: specific ob;ectives P
* e preparing a schédule f6r achieving the ob]ectives and goals :

.
m,.

. lden'tifytng the- addrtional resources needeﬁ to achieve the program
© . goals; - - -

. developtng and schedulmg a series. o@ activities or actfon stepsde'- '
srgned to gchieve each program goal
® preparing progress evaluatio procedures for the long-range plan
2\,. *
NOTE Pue fo thenature' ofthisex rience, youwill need to have accessto o
ah act jakschool situation for an e tended period of time (e. g four to six .
Pt b ! -

As you complete each of the above actwiti
writing, on tape through

*&,{\
.

Pt :,‘l

es, documentyOur actions (ing :
log) for assessment purposes > :* ' ‘

.- ©
-’

N = eur n . ’w ‘H;‘“ , .
Arrange to have your»,,re urce pe(son revrew your dooumentation and <
. written plans, charts;schedules, etg. , ;’f K R
. ” A% 3". \“ e

Your tatal competency willlbe assessed by your resource parson usinrgthe
Teacher Performance Assessment Form, pp. 35~36

ey
f’»

Based upon the criteria spegified:in this, assessment instrument your.... <
résource person will determine whether you arg oompetent in deVeloping e
longorange program plans

.
.

5 &
. .

.

° L
s
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TEK’CHER PERFORMANCE ASSESSMENT FORM

Develop Long-Range Program Plans (A-9)

\ ¥

<

L. ‘ ! |
Directions: Indicate the level of the teacher’s accompllshment by placmg
an Xin the appropriate box under the LEVEL OF PERFORMANCE heading. ‘Ostey
If, because of'special circumstances, a performance component was not ‘
appllcable or impossible to execute, place an X jn the N/A box. . Resource Person
e

4

7/~

‘LEVEL OF PERFORMANCE

Yo,

!

In developing the Iong-range program plans, the teacher:
1. identified long- range goals for the vocatlonal progra?h

»

OO0 00

. obtalned input from the advisory committee

[N

. mformed and secured the cooperation of adminisfrators ?
in the, long-rafige planning process
‘ B 3

~

- 0g og -

4. worked cooperatively with other faculty members

A0 OO0

L

The goals on whjch the long-range program plans were
‘e based:
5. were sngnlflcant to the development of the vocatlonal
program

D -

6. were consistent with: .
a. national and local manpower data

.

b. students’ interest’

OO0

c. existing evaluation data

Y

7. were consistent with other Iong range plans for the oc-
cupational speciality, service area, and institution :

]

00 OO0 O 00 OO

L]

8. were realistic in termsof possiBIe achi‘emeni

. .

The long-range program plans included: »
-9. goals and specific objectives for a tlme span of thred to
five years .

10. detalled planning for a time span of one to two years
including:
a.’ a time schedule

OO0 O

0

0000 O OO0 000 O

ooon o

-~

Aruitoxt provided by Eic:
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11. clearly defined starting and completion dates for"éac

12. a budget for required additional resources which in-
cludes:

a. the |tems necessary to achleve the goals

b. item costs

c. categorical and total costs

. realistic priorities for acquiring the reseurces

. a series of activities or action steps which are:
a. relevant to tfie specific objectives

D DDBD D '4’00,
Lo O

o

]
L[]
an

5. sufficient to, achieve tBe specific ogjectives

O
L1
[]
o
O
)
[
[

c. reasonable.in terms of the amount of time aIIowed to
comprLte each activity or-action‘step D D D

. a calendar or, chart indicating when each of the action
steps is to occur
t
. evaluation procedures which identify:
a. the data to be gathered

b. snmple evaluatlon procedures to be ufilized

<. the tirﬁetable of evaluation events
ST . f

. v

-~

LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item
N receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to determihe

what additional activities the teacher needs to complete in order to reach competency ih the weak )
area(s).

Aruitoxt provided by Eic:




/

’
.

/

ABOUT USING THE CENTER'S PBTE -

'MODULES ﬂ

/

.

4

’

, Organization

Each module is designed to help you gai'r; competency
in a particular skill area considered important to teach-
ing sucoess. Amodule is made up of a series of learning
experiences, some providing background information,
some providing practice experiences, and others com-
bining these two functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in the final learning expgi'ience.uywe final experience
in each module always requires yod'to demonstrate the
skillin an actual school situation when you are an intern,
a student teacher, or an inservice teacher.

Procedures :

Modules are designed to allow you to individualize your
teacher gducation program. You need to take only those
modules covering skills which you do not already pos-
sess. Similarly, you need not complete any learning ex-
perience within a module if you already have the skill
needed to complete it. Therefore, before taking any
module, you should carefully réview (1) the Introduction,
(2) the Objectives listed on p. 4, (3) the Overviews pre-
ceding each learning experience, and (4) the Final Ex-
perience. After comparing your presentneeds and com-
petencies' with the information you have read in these
sections, you should be ready to make one of the follow-
ing decisions: . )

¢ that you do not have the competencies indicated,
and should complete the entire module *

o that you are competent in one or more of the en-
abling objectives leading to the final leaming ex-
perience, and thus can omit that (those) learning
experience(s) .
that you are already competent in this area, and
ready to complete the final leamning experience in
order to “test out”

o that the module is inappropriate to your needs at
this time )

Whenyou are ready to take the final learning experience
and have access to an actual school situation, make thé
necessary arrangements with your resource person. If
you do not complete the final experience successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections of the module or other related activities
suggested by your resource person before attempting to
- repeat the final expenence.

Options for recycling are also available in each 6Lthe
learning experiences preceding the fina[ experience.
Any time you do not meet the minimum level of petfor-
mance requiired to meet an objective, you and your.re-
source person may meet to select activities to help you
reach competency. This_could involve (1) completing
parts of the module previously skipped; (2) repeating
activities; (3) reading supplementary resources’or com-
pleting additional agtivities suggested by the resource
person; (4) designing your own |d8rning experience; or
(5) completing some 6ther activity suggested by you or
- your resource person. -

N -
-

)

. - -
Terminology .

Actual School Situation . .. refers to a situation in
which you are. actually working with, and responsible
for, secondary or post-secondary vocational students in
a real school. An intern, a student teacher, or an in-
service teacher would be functioning in an actual school
situation. If you do not have &8cess to an actual schoel
situation when you are taking the module, you can com-
plete the modyle up to the final learning experiente. You
would then do the final learning experience later; i.e.,
when you have access to an actual school situation.

Alternate Activity or Feedback . . . refers to ‘an item or

feedbak device which may substitute for required

ifems which, due to special circumstances, you are un-
LR S .

able to complete. . .

Occupational Specialty .. refers to a specific area of
preparati6h within a vocational service area (e.g., the
service area Trade and Industrial Education includes
occupational specialties such as automobile me-
chanics, welding, and electricity). .

Optional Activity or Feedback ... refers to an itam
which is not required, but which is designed to supple-
ment and enrich the required items in a learning experi-
ence. .

Resource Person . .. refers to the person in charge of
your educational program; the professor, instructor,
administrator, supervisor, or cooperating/supervising/
classroom teacher Who is guiding you in taking this
module.

Student.g. refers to the person who s enrolled and
receiving instruction in a secondary or post-secondary
educational institutien.

Vocational Service Area . . . refersto amajgr vocational
field: agricultural education, business and office educa- -
tion, distributive education, health occupations educa-
tion, home economics education, industrial arts edu-

.cation, technical education, or trade and industrial ed u-

cation. ,

You or the Teacher . . . refers to the person vs;ho is tak-
ing thesmodule. >

Levels of Performance for Final Assesshent

N/A ... The criterion ' was not met because it was not
applicatlle to the situation. .

None . .. No attempt was made to meet the criterion,
atthough it was retevant. )

Poor . . ‘The teacher is unhble to perform this skilt or
has only very limited ability to perform it.

Fair. . . The teacher is unable to perform this-skill in an
accept}e.manner, but has some ability to perform it.
Good =7~ The teacher is able to perform this skill in an
effective manner. .

Excellent, . . The teacher is able to perform this skill in a
very effective manner. -

ERI

Aruitoxt provided by Eic:
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- A

Titles of The Center’s"

Performance-Based Teacher Education’ Modules

Category A: Program’ Planning, Development, and Evaluation

‘A1 Prepare for a Community Survey
A-2  Conduct a Community Survey
A-3  Report the Findings of a Community Survey
A-4  Organize an Occupationa! Advisory Committee
A-5_  Maintain an Occupational Advisory Committee
A-6~ Develop Projram Goals and Objectives \
A-7  Conduct an Occupational Analysis . R
A-8  Develop a €ourse of Study,
A-9 . Deveiop Long-Range Program Plans
A-10 Conduct a Student Follow-Up Study N '
A-11  Evaluate Your Vocational Program

-

Category B: instructional Planning

Determine Needs and Interests of Students -
Develop Student Performance Objectives
Develop a Unit of Instruction

Develop a Lesson Plan

Select Student Instructional Materiais #
Prepare Teacher-Made Instructiona! Materials

Category C: instructional Exeqution ~ .
C-1  Direct Field Trips
C-2  Conduct Group DiscusBions, Panel Discussions, and
- Symposiums )
Employ Brainstorming, Buzz Group, and Question Box

. Techniques . . .

Direct Students In Instructing Other Stucfents .

Employ Simulation Techniques . LN

Guide Student Study £ - s

Direct Student Laboratory Experignce |

Rirect Students in Applying Problem-Solving Techniques

Employ the Project Method L

Introduce a Lesson ~

Summarize a Lesson

Employ Ora! Questioning Techniques » .

Employ Reinforcement Techniques

Provide Instruction for Slower and More Capabie Laarners

Present an lilustrated Tatk ™

Demonstrate a Manipulative Skill

Demonstrate a Concept or Principle !

Individualize Instruction .

Empioy the Team Teaching Approach -

Use Subject Matter Experts to Presant Information

Prepare Bulletin Boards and Exhibits N

Present information with Models, Real Objects, and Flannel
Boards

Present Information with Overhead and Opaque Materiais

Present Information with Filmstrips and Slideg

Present Information with Fiims

Present Information with Audio Recordings

Present Information with Televised and Viieotaped Materials

Employ Programmed Instruction

Present Information with the Chalkboard and Fiip Chart

Category D: instructional Evaiuation - s

D-1  Establish Student Performance Criteria

D-2 - Assess Student Performance: Knowledge o

D-3  Assess Student Performance: Attitudes

D-4  Assess Student Performance: Skills

D-5 Determine Student Grades

D-8  Evaluate Your instructional Effectiveness

Category E: Instructional Management

E~1  Project Instructional Resource Needs *
E-2  Manage Your Budgeting and Reporting Responsibliities
E-3  Arrange for improvement of Yous Vocational Facilities
E-4  Maintain a Flling System

Y

_E=5
E-6
E-7
E-8
E-9

Provide for Student Safety

Provide for the Firgt Aid Needs of Students
Assist Students in eloping Self-Discipiine
Organize the Vocational Laboratory

Manage the Vocational Laboratory,

Category F: Guidance

F=1
F=2
F-3
F-4
F-5

Gather Student Data Using Formal Data-Collection Techniques
Gather Student Data Through Personal Contacts

Use Conferences to Help Meet Student Needs

Provide Information on Educational and Career Opportunities
Assist Students in Applying for Employmest or Further Education

Category G: School-Community Relations, -

G-1

G-2
G-3
G-4
G-5

G-6

~37
6-8
G-9
G-10

Develop a School-Cotmusrity Relations Plan for Your Vocational
Program .
Give Presentations to Promote Your Vocational Program
Develop Brochurds to Promote Your Vgcational Program
Prepare Displays to Promote Your Vocgtional Program
Prepare News Releases and Articles Concerning Your Vocational
Program : .
Arrange for Television and Radio Presentations Concerning Your
Vocational Program g
Conduct an Open House - .\’!‘?
Work with Members of the Community Rl
Work with S d Local Educators .
Obtain Feedbaflabout Your Vocational Program

Category H: Student Vocational Organization

H-1

H-2
H-3

H-4

H-5
H-8

Develop a Personal Philgbphy Cpncerning Student Vocational
Organizations y .

Establish a Studént Vocatignal Organization

Prepare Student Vocational Organization Mgrbers for

, Leademhip Roles . «

ist Student Votationial Organization Members in Developing

énd Financing a Yearly Program of Activities

Supervise Activities of the Student Vocatiénal OrgaMiglation

Guide Participation in Student Vocational Organization Contests

Category I: Professional Role and Development '

-1
-2
-3
-4
[
-8
I~7
-8

»
Keep Up-to-Date Professionally . . F
Serve Your Teaching Profession °
Develop an Active Personal Philosophy of Education
Serve the School and Community
Obtain a Syitabie Teaching Position
Provide Laboratory Experiences for Prospective Teachers
Plan the Student Teaching Experience
Supervise Student Teachers - -

Category J: Coordination of Cooperative Education .”

J-1  Establish Guidelines for Your Cooperath?e Vacational Program

J-2 Mgt‘nage tge Attendance. Transfers, and Terminations of Co-Op.
uden :

J-3  Enroli Students in Your Cobp Program

J-%  Secure Tralning Stations for Your Co-Op Program >

J-5  Place Co-Op Students on the Job .

J-6  Develop the Training Ability of On-the~Job Instructors

J-7  Coordinate On-the-Job Instruction

J-8  Evaluate-Co-Op Students’ On-the-Job Performance

J-9  Prepare for Students’ Related Instruction~

J-10 . Supervise an Employer-Employse Appmcla(b}ﬁ(em ’

RELATED PUBLICATIONS N .

Student Guide o Using Performance-Based Teacher Education
Materials - D ..
Resource Person Guide to Us@Perfomapco-Bmd Teacher
Education Materials, s - .
Guids to the Implementation of Performanse-Based Teachet Education
R <

4

oy .

For information regarding avaliabliity and prices of these materiais contact—

T . AAVIM
- . . American Association for Vocational instructional Materials S -

—~

IS

- 120 Engineering Center ¢ Athens, Georgia 30602 e (404) 542-2586 i - o
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